




















Bieso 6. Self Certifying Compliance

Important Dates

The second part of the form provides information on the Self Certification
timeline and reporting period. The values for all these fields will be pre-filled by

the ORCP.
Reporting Period
Certification Due Date The due date for the form. If you do not
submit the form by this date, it will be
escalated for further action
COMPLIANCE YEAR The applicable ORCP compliance cycle
Reporting Period The time period for which you must report

your compliance with the applicable standard

Reporting Entity Section

This section contains pre-filled information about your company.

Reporting Entity

Market Participant Name

Pages| 1 of 1 | Total Rows 1
Market Participant Type Market Participant Subset
Pages| 1 of 1 | Total Rows 1
Market Participant Name This will be pre-filled with your company name

Market Participant Type and  This will be pre-filled with the category
Market Participant Subset assigned to you by ORCP for compliance
reporting purposes
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Bieso 6. Self Certifying Compliance

Compliance Reporting Section

You must certify one of three possible options when Self-Certifying Compliance
by clicking the box next to the correct option:

Option 1: Certify that you were Compliant for the entire reporting period.

Option 2: Certify that you were not Compliant. Selecting this option will trigger
additional reporting requirements to appear on the form (see below).

Option 3: Certify that the requirements do not apply to your company. Selecting
this option requires completion of additional information with specific reasons
why the standard is not applicable.

Compliance Reporting

As an authorized representative of POWERCOMPANY |, I certify the following :

" 1. POWERCOMPANY | was COMPLIANT with requirements of KJIM-001-0 for the entire Reporting Period

[~ 2. POWERCOMPANY | was not COMPLIANT for a portion of or the entire Reporting Period with some or all requirement(s) of KIM-001-0 ,but
was in compliance with all other requirements of KIM-001-0 for the entire Reporting Period, as indicated below.

3. The requirements of KIM-001-0 do not apply to POWERCOMPANY . because

Related Comments™*

Comments

Comments

tricStream

Option 2 Details

When you select Option 2 to certify that you were not Compliant, you will be
asked to select the Requirements that your company did not comply with. Click
the box next to any Requirement that applies.

¥ 2. POWERCOMPANY  was not COMPLIANT for a portion of or the entire Reporting Period with some or all requirement(s) of KIM-001-0 ,but
was in compliance with all other requirements of KIM-001-0 for the entire Reporting Period, as indicated below.
Pages| 1 of 1 Total Rows 1
Compliant Requirement ID Description
RCP-1608-2_R1.1.1 R1.1.1 subrequirement description
Requirement Level Parent Requirement
Level 3 RCP-1608-2_R1.1
Pages| 1 of 1 Total Rows 1
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Bieso 6. Self Certifying Compliance
Option 3 Details

When you select Option 3 to certify that the requirements do not apply, you must
provide details in the Related Comments box.

¥ 3. The requirements of KIM-001-0 do not apply to POWERGCOMPANY because

Related Comments*

Completing the Form

Provide any additional comments in the optional Comments box by clicking
once inside the white box and typing your comments.

Comments

Comments

Click Save | at the bottom of the page to save the information you have
entered on the Self Report.

If you wish to work on your Self Report later, click Cancel to close the

saved file.

Please Note: If you click Cancel before you click Save, any changes you have
made will not be saved.

When you are ready to submit your Self Certification Form to the ORCP, click
Submit: [

Created: March 2011 Marketplace Training Page 27

Public



®ieso

7. Compliance Follow-Up

7. Compliance Follow-Up

From time to time, the ORCP may assign you an Action Item for your follow up. For
example, if the ORCP is monitoring a mitigation plan, an action item can be created to

document your progress.

When an Action Item is assigned to you by the ORCP, you will be notified by email. In
your My To Do List, you will see the required action item listed. Click on the link to

open the Action Item form.

My To Do List

Foavork on Action Ttern sdfilsdfi=f(S219324)

b Self Report Formn - MPIS2186%]

F Self Report Form - MPIS20973)

My Event Assignments

. 1999-2010 All rights reserved.

The first part of the form provides information about the Action Item provided to you
by the ORCP. The second part allows you to respond to the Action Item.
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Bieso 7. Compliance Follow-Up

Implement Action Item: Issue Details section

Delegate teports Delegate | Dashboards My Profile

Implement Action Item
Fields marked with red asterisk are required

Issue Details

Issue ID* Issue Owner®

15-000220 IRCP Admin2

Issue Title* Issue Due By*
CD==>test MP 02/28/2011

Description®

ryrtyryy

Priority
Issue ID The reference number for the issue the Action
Item is intended to address
Issue Owner The name of the ORCP Compliance officer
requesting the Action Item
Issue Title The name of the issue the Action Item is
intended to address
Issue Due By This is the final due date for the Issue. If an
extension is requested to the Action due date
(see Action Due By, below), it may not
extend beyond the Issue Due By date.
Description May be used to provide more information
about the issue
Priority The priority level for this Issue, as assigned by
the ORCP: High, Medium or Low
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7. Compliance Follow-Up

Implement Action Item: Action Details section

Action Details
Action Title*
sdfjlsdfisf

Action Item Start Date
02/10/2011

Details*

Action ID
ACT-000170

Action Due By Action Priority
02/28/2011

Action Severity

dfgdfgdg

Standard ID

Requirement ID

Compliance Certification ID

Other

Action Title The name given to the Action Item by the
ORCP
Action ID The number assigned for this Action Item

Action ltem Start Date

The date the ORCP sent you the Action Item

Action Due By

The final date for completion of the Action
Item. An extension may be requested before
this due date, if the request does not extend
beyond the Issue Due By date (see Issue
Due By, above)

Action Priority

The priority level assigned to this Action Item
by the ORCP: High, Medium or Low

Action Severity

May be used to provide further information
about the compliance activity associated with
the Action Item: High, Medium or Low

Details Provides more information, as required, about
the Action Item assigned to you by the ORCP
Standard ID The number of the standard being addressed

by the Action Item

Compliance Certification 1D

If the Action Item relates to a Compliance Self-
Certification Form, the form number will show
here

Requirement ID

The number assigned to a specific requirement
being addressed by the Action Item

Other

May contain more information provided by the
ORCP

Created: March 2011
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Bieso 7. Compliance Follow-Up

Implement Action Item: Action response section

The final part of the form allows you to interact with the ORCP regarding the Action
Item. This must be completed by the Action Due By date.

Action®
Select One v

Last Updated Comments Submitted By

Submitted On

Comments

Supporting Documents

Delete Add Row Delete Last Row Total Rows 1 Pages 1 B ER| 1 of
Upload File File Description
O
Copyright @ MetricStream, Inc. 1993-2010 All rights reserved

The tool offers four Actions to respond to an Action Item assigned to you by the ORCP:

1. Clarify with Issue Owner. If you have any questions about the Action Item, you
may submit a query to the Compliance Officer using this function. Answers will
be returned to you within to the Action Item.

2. Update Status. As you work through the Action Item requirements, it is good
practice to update the status of the project in this section using this function.

3. Request Due Date Extension. If you require more time to complete the Action
Item you may request an extension to the Action Due By date by using this
function. The tool will not allow you to request an extension beyond the Issue
Due By date shown on the first part of the Action Item.

4. Action Item Complete. When you have completed the requirements of the
Action Item and you are ready to submit it to the ORCP for approval, use this
function. Once the Action Item is submitted, it will either be approved by the
ORCP or returned to you for further action. You will receive an email to confirm
the status of your completed Action Item.
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Bieso 7. Compliance Follow-Up

To begin your response click on one of the four options in the Select One drop down
menu, found under Action. Details of the steps to follow for each option follow below.

Action®
Select One L

Clarify with Issue Owner
Update Status

Request Due Date extension
Action Item Complete

1. Clarify with Issue Owner

Action*®

| Clarify with Issue Owner i

Last Updated Comments Submitted By

Action Item Comments History Submitted On

Comments*

I= the spreadsheet the only attachment I have to complete?

Supporting Documents

Delete Add Row Delete Last Row Total Rows 1 Pages 1 nu

Upload File File Description

O | |[ Browse.. |

[sae ]~ sme | Concel

Copyright @ MetricStream, Inc. 1999-2010 All rights reserved.

When you click on Clarify with Issue Owner, you can type any questions you have
about the Action Item into the Comments box. To do this, click once inside the white

box and type.
When you have entered your question, click Submit [ You will see a
confirmation screen and the Action Item will temporarily disappear from your My

To Do List section.
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Bieso 7. Compliance Follow-Up

LEEREIRN Reports Delegate

Your Form "Implement Action Item" was submitted

Event 531990 has been processed

Copyright @ MetricStream, Inc. 1899-2010 Al rights reserved

Once the ORCP has notified you by email that a response has been provided, you
will see the Action Item in your My To Do List.

If you are not ready to submit your question to the ORCP, you can save your work to

complete later by clicking on Save . Click on Cancel to exit the

form.
Remember to click Submit when you are ready to send your question to the ORCP.

When the ORCP has responded to your inquiry, you will be notified by email and
the response will be available in the Last Updated Comments box. To view all
questions and responses associated with the Action Item, click on Action Item
Comments History.

\

Action®
| Clarify 'kith Issue Owner v|

Last Updated Comments

I ActHon Itemn Comments History I
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Bieso 7. Compliance Follow-Up

2. Update Status

It is good practice to update the work history related to the action item from time
to time. To do this, click on Update Status in the Action drop-down menu.

Update Status L

% Complete®

Last Updated Comments Submitted By
Action Item Comments History Submitted On

Comments®

Supporting Documents

Delete Add Row Delete Last Row Total Rows 1 Pages 1 ail

Upload File File Description

O | |[ Browse.. |

Copyright & MetricStream, Inc. 133%-2010 All rights reserved.

Click once inside the white % Complete box to type the number value showing
the progress of your work. For example, if you have just started work and are
about %4 of the way toward submitting your completed Action Item, type ‘25’.

Click once in the white box under Comments to type an entry to log the progress
that is represented by the number value that you entered in % Complete. In the
example below, it is noted that work has begun on the Action Item after
receiving clarification.

Action®
Update Status w

% Complete*
25

Last Updated Comments Submitted By

Action Item Comments History Submitted On

Comments™

Have requested and received clarification, worl on Action Item is in progress.

Supporting Documents

pDelete Add Row Delete Last Row Total Rows 1 Pages 1 [«

Upload File File Description

O | |[ Browse.. |

Copyright © MetricStream, Inc. 1953-2010 All rights reserved.
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7. Compliance Follow-Up

When you have entered your update, click Submit [EE] This will update
the fields with the new information and close the form. To re-open the Action

Item, click on it in your My To List section. The Status information you entered
which will remain displayed on your Action Item form until you select the
Update Status function again.

3. Request Due Date Extension

The Action Due By date is the due date for submitting the completed Action

Item.

You may request an extension to the Action Due By date, provided it is not a date

that comes after the Issue Due By date assigned by the ORCP.

Issue Details

sdwvws

Standard ID

Requirement ID

I Request Due Date extension VI

Proposed Action Due Date*

mo. day  year

Y =]
Last Updated Comments
Action Item Comments History

Comments*

Compliance Certification ID

Other

No of Extensions®

Submitted By

Submitted On

Issue ID* Issue Owner*
I15-000226 IRCP Admin2
Issue Title* Issue Due By*
Feb 22 CD Test 02/28/2011
Description®
dfgdfadg
Priority
High
Action Details
Action Title* Action ID
ewfewd ACT-000175
Action Item Start Date Action Due By Action Priority
02/22/2011 02/25/2011 High
Details* Action Severity

Created: March 2011
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Bieso 7. Compliance Follow-Up

To request an extension, click on Request Due Date Extension in the Action
drop-down menu.

Enter the date in the Proposed Action Due Date section. Remember that the new
date you propose cannot come after the Issue Due By date at the top of the
Action Item form.

You can type the dates in the boxes, or you can click on the calendar next to the
date fields to get a pop-up calendar. You will see the current Action Due By date
highlighted in yellow.

Use the arrows to change the months, and double-click on the correct day to
enter it in the Proposed Action Due Date fields.

& 7 2 9 |10 |11 |12
13|14 (15|16 (17 (18 | 19
20 | 21 |22 |22 |24 |25 | 26

Click once in the white box under Comments and then type the reason you are
requesting an extension to the Action Due By date.

When you have entered the reason, click Submit to send the request to
the ORCP. You will see a request confirmation page and the Action Item will not
appear in your My To Do List section until you are notified by email that the
ORCP has reviewed your request and either granted or denied an extension.

Once the extension has been granted, you can click on the Action Item in your
My To Do List. You will see the new Action Due By date and the counter showing
the number of extensions granted (No of Extensions) will be updated.

If you are not ready to submit your request to the ORCP, you can save your work

to complete later by clicking on Save . Click on Cancel to
exit the form. Remember to click Submit when you are ready to send
your request to extend the Action Due By date to the ORCP.

Created: March 2011 Marketplace Training Page 36

Public



Bieso 7. Compliance Follow-Up

4. Action Item Complete

You must submit your completed Action Item to the ORCP by the Action Due By
due date that shows on your Action Item. To do this, click on Action Item
Complete in the Action drop-down menu.

Provide all the details of how you have completed the Action Item in the
Execution Results box. To do this, it is necessary to open the Rich Text Editor by
clicking on the W box next to the data field.

~.

Action®

Action Item Complete v|

Last Updated Comments Submitted By
Action Item Comments History Submitted On
Comments

Execution Results®

Ld

Supporting Documents

pelete Add Row Delete Last Row Total Rows 1 Pages 1 nu

Upload File File Description
O | |[ Browse.. |

Copyright @ MetricStream, Inc. 1999-2010 All rights reserved.
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7. Compliance Follow-Up

The Rich Text Editor pop-up will open.

- O || X G B G| A 0%
Style ~ | Font v Faont size © ‘ B Ir u ml%%é Eg

U | & | | | | | |l—em=a|

Copyright © MetricStream, Inc. 1993-2010 All rights reserved

(AW x x
A-w

There are three ways to add the required information in the Rich Text Editor tool:

1. Add text by typing

2. Add text by pasting from another document (either a Plain Text or

Microsoft Word document)

3. Add information by attaching a document (you may also include a

hyperlink to an external document.)

Note: When submitting an Action Item please attach any required
documents using the Supporting Documents section and not the Rich

Text Editor.

Depending on your needs, you can use one or more of these methods to fill in the

Execution Results.

Detailed instructions for using each method in the Rich Text Editor can be found

in Appendix A.
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Bieso 7. Compliance Follow-Up

Saving Text in the Rich Text Editor

It is a good practice to periodically save your work in the Rich Text Editor. To do
this, click the red Save button. This will close the Rich Text Editor and save your
work to the Action Item Execution Results box.

STV Xna@mEm| &l 8]

Style - Font ~ Font size A | B I U &8 | = =

.

|

e
nk

Ll

E|A-Z-x x

Click Save BEEIE 4t the bottom of the page to update the Execution Results.

To continue working on your Rich Text submission after saving your work, it is
necessary to re-open the Rich Text Editor. To do this, click again on the W button
next to the section you need to work on.

Execution Results*
E
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Bieso 7. Compliance Follow-Up

Adding Supporting Documents to your Action Item

If you are required to provide supporting documents to complete your Action Item,
attach them using the Supporting Documents section.

Supporting Documents

Delete Add Row Delete Last Row Total Rows 1 Pages 1 nu

Upload File File Description

o | |(Brawse__|

[ save W Subme— Concel |

Copyright @ MetricStream, Inc. 1959-2010 All rights reserved.

To attach a required document, click on the Browse button next to Upload File.

Supporting Documents

Delete Add Row Delete Last Row Tot. WS 1  Pages 1 n o

Upload File File Description
O | i [ Browse... ]I

[ save W Subme— Concel |

Copyright @ MetricStream, Inc. 1353-2010 All rights reserved.
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Bieso 7. Compliance Follow-Up

The Choose File pop-up will appear.

Use the Look In field to find the folder where you have saved the document you
want to attach (in this example ‘Reliability Compliance’), then click once on the file
name of the document you want to attach (in this example, “Mitigation Plan.docx’).

Tip: You can double click on the file name to attach it immediately.

Choose file
Look ir: | (=53 Reliability Compliance -
2. | ~$mpliance Repart, docx

L | ~ottigation Plan,docx

Iy Recent @Compllance Report.doc:
Documents T Mitigation Plan.docx

Desktap

My Documents

@

y Compuiter

My Mebwark File name:
Places

o |

Cancel

|Miligaliun Plan.docx

Filez of type:

Click Open to attach the file

You will see the file name appear in the Upload File box.

Supporting Documents

Delete Add Row Delete Las

Total Rows 1 Pages 1 B0l 1 af1 o

Upload File File Description
Mitigation Plan.docx ¥
O
| |[ Browse... |
'CA’Ietri:Streamr Inc. 1999-2010 All rights reservad.

N

If desired, you can add a brief file description to the File Description box by clicking
once in the white box and typing.

To add another document, you must add another row since only one document can
be uploaded per row.

To do this, click on Add Row.
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Bieso 7. Compliance Follow-Up

Supporting Documents

Deletd Add Row Delete Last Row Total Rows 1  Pages 1 nu

Upload File File Description
Mitigation Plan.docx ¥

O
| |(Browse__|

Copyright @ MetricStream, Inc. 1353-2010 All rights reserved.

A new row will appear:

Supporting Documents

Delete Add Row Delete Last Row Total Rows 2 Pages 1 nu

Upload File File Description
Mitigation Plan.docx X

O
| |[ Browse... |

Upload File File Description
O | |[ Browse... |

Save

Copyright @ MetricStream, Inc. 1933-2010 All rights reserved.

Repeat the process to upload another file.

Deleting Files from Supporting Documents
Click on Delete Last Row to remove the last row that you added and its contents.

To delete a specific row, you can also select the box next to the appropriate row in

the Delete column.
y

Suppfting Documents

Delete Add Row Delete Last Row Total Rows 3 Pages 1 nu

Upload File File Description

O | |[ Browse.. |

Upload File File Description

Upload File File Description

O | |[ Browse.. |

Copyright @ MetricStream, Inc. 1959-2010 All rights reserved.
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Bieso 7. Compliance Follow-Up

When you have entered the all the necessary information to complete your Action
Item, click Submit to send the request to the ORCP. A confirmation

screen will appear and the Action Item will disappear from your My To Do List
section.

Once the ORCP has reviewed and either accepted your completed Action Item or
returned it to you for further work, you will be notified by email.

If you are not ready to submit your completed Action Plan to the ORCP, you can

save your work to complete later by clicking on Save . Click Cancel
to exit the form.
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®ieso 8. Troubleshooting

8. Troubleshooting

If you require further assistance, please contact IESO Customer Relations:

Tel: (905) 403-6900
Toll Free: 1-888-448-7777
Fax: (905) 403-6921

customer.relations@ieso.ca
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®ieso APPENDIX A: Using the Rich Text Editor
APPENDIX A: Using the Rich Text Editor

There are three ways to add the required information in the Rich Text Editor tool:
1. Add text by typing

2. Add text by pasting from another document (either a Plain Text or Microsoft
Word document)

3. Add information by attaching a document (you can also include a hyperlink
to an external document)

Depending on your needs, you can use one or more of these methods to create your

report.
Pp- 0|9 | X Ga B @G |4 %5 |
Style ~ Font *Fontsze v | B I U s |EE EE S S E|A-Y | x x
) EXL: 1==] | || — e =5
y-
Copyright € MetricStream, Inc. 1999-2010 All rights reserved
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Bieso APPENDIX A: Using the Rich Text Editor
To Add Text by Typing

Click in the white text area to activate the cursor and begin to type.

v

N IY Y 1
Style * Fon v Fontsize B I U s|EEEE S

b | & | | | | |— 2= | &

Type information here....

EIA-Z-x x

Copyright © MetricStream, Inc. 1999-2010 All rights reserved.

The toolbar allows you to format your text by using the text tools in the second row.

Hint: You can move your mouse over the tools to view a pop-up label for each tool’s

function.

‘ - O | 0 | ¥ ‘

ISter - Font EiEEEFE|A-R X X
i | & = | | | | — 2= | &

X E3 @3 Cut, copy and paste Rich Text.
=P Insert a table. This activates a pop-up to design the
2 table and the table editing buttons on the toolbar.
7 Remove formatting such as bold, italics, etc. from
text.
# Insert page break.
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Bieso APPENDIX A: Using the Rich Text Editor

To add text by pasting from another document

You can paste text into the Rich Text Editor from an external document if it is either
a plain text source such as Notepad or a Microsoft Word document. You must use
the appropriate Paste function to insert the text in the Rich Text Editor.

._LiE Paste text copied from Microsoft Word.
._Ti'l Paste text copied from a Plain Text source.

To Paste from Microsoft Word

Open the Word document that contains the text you want to paste into the Rich Text
Editor. Select the text, and then copy it by using the Copy icon. Alternatively, press
Ctrl+C or right-click on the selected text and click Copy in the pop-up menu.

EL \ H9-4 7 Documentl - Microsoft Word m X
i

—/ Home Insert Page Layout References Mailings Review View Developer (7]

] 5 N ! 38 Find
: Palatino Linatype R R e Ll = =i - A | (o ; 2 %

zd AaBbCcl | AaBbCcI AaBbCi AaBbCc 1ot Reptace
Pa B Z U -abe x; X' Aa-||3~ A". == ==l &- 8 fMormal | 7 MNo Spaci.. Headingl Heading2 — Change

Styles~ || g Select ~
Clipboard Font I Paragraph = Styles I Editing

Thisis testextn-Microsoft-Word. Thisis test-textin Microsoft-Word."q

L S|

(i)
1
In the Rich Text Editor, click Paste from Word.
- | | X Ga@ alla% 5|
Style * Font - Font size "|B I gm|§§§§§§5 §?|é'2'|xz x*
B | & [ | | | | |— 2= | L
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Bieso APPENDIX A: Using the Rich Text Editor

The Paste from Word pop-up appears.

Paste from Word
Use CTRL+V on your keyboard to paste the text into the window.

Be sure to click once in the white text area of the Paste from Word pop-up. Press the
Ctrl key on your keyboard and then the letter “V" key to paste the copied plain text in
the window.

Paste from Word .3

Paste from Word

Use CTRL+V on your keyboard to paste the text into the window.
This is test text in Microsoft Word. This is test text in
Microsoft Word.

Click Insert to place the plain text in the box. If you do not want to continue with
pasting the text, click Cancel.
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Bieso APPENDIX A: Using the Rich Text Editor

To Paste from Plain Text

To paste from a plain text source, first open the plain text document (in this example
a Notepad document. Select the text you wish to copy and click Edit and then Copy
in the drop-down menu. Alternatively, right-click on the selected text and click Copy
in the pop-up menu, or use the Ctrl+C function to copy the text.

I untitled - Notepad |Z||E|g|
File Ms:[® Format Wiew Help
Unda Chrltz

I Uk Chrl+x
Copy Chrl4C
Delete Dl
Find... Chrl+F
Find Mext  F3

Replace... Chtrl+H

Select all Chrl+A
Time/Date FS

In the Rich Text Editor, click Paste as Plain Text.

ST YT
Paragraph  ~ Font ~ | Font size - | B I U #= | =E === = = i= | A - | X, x°

] | =& | | | | | |—2= | L
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Bieso APPENDIX A: Using the Rich Text Editor

The Paste as Plain Text pop-up appears.

e )
Paste as Plain Text ¥ Keep linebreaks

Use CTRL+V on your keyboard to paste the text into the window.

Be sure to click once in the white text area of the Paste from Plain Text pop-up.
Press the Ctrl key on your keyboard and then the letter ‘V’ key to paste the copied
plain text in the window.

Paste as Plain Text x

Paste as Plain Text W Keep linebreaks
Use CTRL+YV on your keyboard to paste the text into the window.
This is test text in Flain Text.

==

Click Insert to place the plain text in the box. If you do not want to continue with
pasting the text, click Cancel.
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Bieso APPENDIX A: Using the Rich Text Editor

To add information by attaching a document

Click on Upload and Insert New Image/File.

o || X G B @49

Bagaoraph  + Font - Fontsize - | B I U & |EE E E S S §§|£'£'|Xz x
FIFIEED | EE—oHa =%

|Upload and Insert MNew Image,l'FiIeh

The Upload and Insert new Image/File pop-up appears. Click Browse to locate the
file you want to insert.

Insert/upload file attachment

i
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In the Choose file pop-up, find the file you want to insert. In this example it is
named ‘Compliance Report.docx’:

APPENDIX A: Using the Rich Text Editor

. Choose file

Laak in: IE} Reliability Compliance LI = fj( .
@ M
My Recent
Documnents

@

=t
=

® o

ents

by Computer

4

b Metwork File name:

ICU pliance Repaort. docx
Places

Files of type: IAII \es [ecs

Double-click on the file name (or click Open).

The file path will appear in the Upload and Insert New Image/File pop-up.

| Upload and Insert New Image/File »

Insert/upload file attachment

|C:\Du-|:umer115 and Settings.‘amcgi” Browse... |

y,

Click Upload.
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Bieso APPENDIX A: Using the Rich Text Editor

The file name will appear as a link in the Rich Text Editor.

{?5-5':.-'qT| | & G409

¥

Style v Font ~ Fontsize v | B I U 4|

o % || | |

Copyright & MetricStream, Inc. 1999-2010 All rights reserved.
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